How to add a users’ calendar in Outlook

1. Open your calendar in Outlook
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2. Atthe top ribbon under ‘Home’ choose ‘Open Calendar’
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3. Choose ‘From Address Book’
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f@ Open Shared Calendar...
4. Type in name of calendar
5. Double click on needed calendar (it will appear at bottom of window next to ‘Calendar’)
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cloud, a Go Offline Global Address List - Candi.Halmeg « Advanced Find
| Mame Title Business Phone Lo:|
Cloud, Alice Helpdesk Specialist T +1 8025286749 [
| & Cloud, Richard Law Enforcement +1 8028752035 [
& Clouser, Kristin DCF/Staff Attorney I +1 8022410138 £
& Cloutier, Jason AQT Technician VII +1 8025275502 £
& Cloutier, Mark +1 8025254654 [
& Cloutier, Miranda +1 8025285335 [l—I
; Cloutier, Ryan Land Survey Manager fiom
; Clow, Christopher Civil Engineer VII +1 8025253968 £
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; Coates, lenny +1 8025254861 [
& Coates, Paul VR Counselor I +1 8024761614 £
& Cobb, Emma Assistive Tech Services Coord +1 8022410285 £
; Cobb, Jeffrey Community Correctional .., +1 8028637464 £
; Coble, Walter Sexual Offender Supervisi... +1 8022410014 £
& Coburn, Nickolas Correctional OfficerI +1 8028637356 £
; Coburn, Patti Civil Engineer VII +1 8025256930 H
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6. Hit Ok
7. Calendar will now be listed on the left.
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